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Winthrop University Archives 
Preliminary Descriptive Inventory 
 
Unit:  _Personnel, Office of_     Record Group no:  _W412_ 
Sub-Group:  ________________     Sub-group no:  __ 
Series:  _Correspondence and Memoranda_   Series no:  _3_ 
 
 
Description of series and its contents:  
 This series consists of the correspondence and memoranda produced by and for the Office of 
Personnel.  The Office of Personnel is currently the Office of Human Relations. 
 
Box (es)  Folder(s) Contents       Year(s) 
1 1  Correspondence        2011 
1 2  Correspondence       2012 
1 3  Correspondence       2013 
1 4  Correspondence       2014 
1 5  Correspondence        2015 
 Topics:  
-Faculty/Staff/Retirees Awards Ceremony 
-Summer Work Schedule 
    -Benefits Enrollment 
    -Leave Transfer Program 
    -Prescription Benefit Change 
    -Women in Higher Education Annual Conference 
    -Leave Reports 
    -Payroll Notifications 
    -Electronic Consent for IRS Notification 
1 6  Correspondence and Memoranda     2016 
 Topics: 
    -Faculty/Staff/Retirees Awards Ceremony 
    -Free Health Screening 
    -School Closure – Spring Break 
    -Presidential Citation Nominations 
    -40th Anniversary of Model United Nations 
    -Summer Work Schedule 
    -Credit Score Information Session 
    -SC Employees Discounts 
    -South Carolina Women in Higher Education Conference 
    -Universal Review Date for Employee Management 
    -Recording Inclement Weather Hours 
    -Employee Performance Management Policy 
    -Fair Labor Standards Act Update 
    -Sick Leave Policy 
    -Open Enrollment 
    -Policy Revisions 
    -Election Day 
1 7  Correspondence and Memoranda     2017 
 Topics: 
-Wellness Screening 
-Wellness News 
-Summer Work Schedule 
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Winthrop University Archives 
Preliminary Descriptive Inventory 
 
Unit:  _Personnel, Office of_     Record Group no:  _W412_ 
Sub-Group:  ________________     Sub-group no:  __ 
Series:  _Correspondence and Memoranda_   Series no:  _3_ 
 
 
Description of series and its contents:  
 This series consists of the correspondence and memoranda produced by and for the Office of 
Personnel.  The Office of Personnel is currently the Office of Human Relations. 
 
Box (es)  Folder(s) Contents       Year(s) 
1 7  Correspondence Cont’d      2017 
-Faculty/Staff/Retirees Award Ceremony 
-We Are Winthrop Event 
-Inclement Weather 
-Open Enrollment 
-SC Women in Higher Education Annual Conference 
-Award of Excellence Nomination Form 
-Heart Health Event 
-Office Closures March 17th 
-Student Payment Agreement Users 
-Memorial Day hours 
-Updated HR Policies 
-Leave Reports  
-Year-End Information 
-Solar Eclipse event 
-Retirement Vendors 
-Financial Future program 
-Equifax security breach 
-Title IX and Harassment Training 
-Mobile Mammogram Unit 
-Immunization Clinic 
    -TIAA Representative Meetings 
    -Voting Leave 
-Diversity and Inclusion Workshop 
-Employee Specials from State Museum  
1 8  Correspondence and Memoranda     2018  
 Topics: 
-Financial Wellness Event 
-Open Enrollment for Optional Retirement Program 
-Retiree Earnings Limitation 
-Retirement TLC session 
-Hazardous Weather Leave 
-Federal Tax changes 
-Award of Excellence Nomination Form 
-Employee Engagement/Satisfaction Survey 
-Faculty/Staff/Retiree Awards Ceremony 
-Mobile Mammogram Unit 
-Home-buying Made Easy  TLC Session 
-Preventative Wellness  Screenings 
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Winthrop University Archives 
Preliminary Descriptive Inventory 
 
Unit:  _Personnel, Office of_     Record Group no:  _W412_ 
Sub-Group:  ________________     Sub-group no:  __ 
Series:  _Correspondence and Memoranda_   Series no:  _3_ 
 
 
Description of series and its contents:  
 This series consists of the correspondence and memoranda produced by and for the Office of 
Personnel.  The Office of Personnel is currently the Office of Human Relations. 
 
Box (es)  Folder(s) Contents       Year(s) 
1 8  Correspondence and Memoranda Cont’d    2018 
 Topics: 
-Saving for College TLC session 
-Summer Work Schedule 
-SC Public Servant Recognition Week 
-Discount for Columbia Fireflies game 
-TIAA Representative One on One Meeting 
-World No Tobacco Day 
-Holiday Reporting on Wingspan 
-Staff Professional Development Conference 
-Wingspan and Banner downtime 
-Summer work schedule ends 
-Preparing your Financial Future 
-National Alliance of Mental Health local chapter 
-Naturally Slim New Weight Management Program 
-Retire Wise Workshop 
-My Benefits Enrollment Instructions 
-South Carolina Pregnancy Accommodation Act 
-Worksite Preventative Wellness Screening  
-Flu Shot Clinic 
-TIAA Webinars 
    -Offices Closed for State of the University Address 
    -Year-end Information 
    -Inclement Weather 
    -Mental Health event 
    -Voting Leave 
    -Winthrop University Perks Program 
    -Medical Spending Accounts 
    -HR Policy Updates 
1 9  Correspondence and Memoranda     2019 
 Topics: 
-Award of Excellence Nominations 
-Valic Optional Retirement Program 
-NAMI Parent Education Class 
-Performance Reviews 
-State ORP Open Enrollment 
-Walmart Vision Centers join EyeMed Network 
-Wellness Events 
-State Optional Retirement 
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Winthrop University Archives 
Preliminary Descriptive Inventory 
 
Unit:  _Personnel, Office of_     Record Group no:  _W412_ 
Sub-Group:  ________________     Sub-group no:  __ 
Series:  _Correspondence and Memoranda_   Series no:  _3_ 
 
 
Description of series and its contents:  
 This series consists of the correspondence and memoranda produced by and for the Office of 
Personnel.  The Office of Personnel is currently the Office of Human Relations. 
 
Box (es)  Folder(s) Contents       Year(s) 
1 9  Correspondence and Memoranda Cont’d    2019 
 Topics: 
-BB&T Budgeting and Savings Event 
-Winthrop vs. Garner-Webb Pregame Social 
-PEBA Perks Workshop 
-TIAA Optional Retirement Program 
-Retirewise Program 
-Discount USC Basketball tickets 
-Scam Email 
-Mobile Mammogram Unit 
-Faculty/Staff Retirement Awards Ceremony 
-BB&T Will and Estate Planning 
-Winthrop Award of Excellence 
-SBS Financial Advisors Pamphlet 
-Summer Work Schedule 
-Employee Assistance Program 
-Eagle Wellness newsletter 
-Naturally Slim program 
-Columbia Fireflies Tickets 
-Monthly EAP Newsletter 
-No pay Co-pay 
-Holiday Reporting 
-New system for Processing Student Employment 
-TIAA Webinars 
-TIAA One on one meetings 
-Staff Professional Development Conference  
-Regional pre-retirement seminar 
-Summer Work hours 
-First Time Home Buyers Education Seminar 
-Convocation  
-Mandatory Harassment and Discrimination Training 
-Retirewise  Series 
-Discounted Gamecock Football Tickets 
-Preventative Wellness Screenings 
-Open Enrollment 
